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3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to hove value
to warrant retention.

B
Establish retention schedule for re-

• cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. iHHPAL SttS&Sm OF FINANCIAL CONDITIOH—COUIflT, MUNICIPAL, AND
SPECIAL TAXINQ DISTRICTS "

Farm Ho. * 1-55
Sizes Folded to 8|» x 13"
Dates: 1 & 7
Quantity? 2U cubic feet
File Arrangement! Alphabetical by name of municipality,

county, or special taxing district
Annual Accumulation: 3 cubic feet (est.)
Disposable Aaountt 15 cubic feet (est.)

This report is received fln»«^T^y from each county, municipality, and
special taxing district of the State (Ch. 6Q5, Lous of 19U7). For
the period l$3$ to 19U7 the statements were filed with the Board of
Public Works (Ch. 355, Leon of 1535), and since 19U7 have been filed
vith the Bureau. Forasrly a one-page report, the report is now molt;
page flw* shows greater detail of financial condition* The rupurt
(Fora 1-55) ** now filed consists ofi

Exhibit B
Exhibit C
Exhibit D

Sohftrttfl* 1

Transadttal and Certification Sheet, Uhlforn
Financial Report

Combined Balance Sheet—All Funds
'StatsMBts of Changes in Fond Balances
Statenent of Berenues
Statenent of Salaries, Other Operating Expenses,
and Capital Outlay

Statenent of Taxes and Texas Receivable
Stateasnt of Special Assessoeats ReceiYabla
Statenent of Inrestamts Other Than Sinking Fund
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7. Ager /iston or Bu ntative

6 ^ cA: A^^^V
I Signature

Director 5/27/1958
Title Date

Scnedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

jy**xrr' ^/\VU^ S 61/ Dote Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Da"fcF=r^ ' Secretary
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4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

Schedule 3A
Schedule U
Schedule 5
Schedule 6A

Schedule 6B

Schedule 60

Schedule 7

Schedule 8
Schedule 9

Statement of Sinking Fund Assets
Statement of Capital Assets
Statement of Temporary Debt Payable
Statement of Long Term Indebtedness - Oeneral
Bonded Debt

Statement of Long Term Indebtedness - Utility
Bonds

Statement of Long Term Indebtedness - Special
Assessment Bonds

Statistical data (date of Incorporation, land
area* population, facilities operated)

Detailed Statement of Revenues (5 pages)
Detailed Statement of Salaries, Other Operating

Expenses, and Capital Outlay (6 pages)

A summary of this information was published in reports to the Genera
Assembly by the Board of Public Works for the period 1935-19U6*.
Since Iw7» the Bureau, has published ̂ Mft information annually w^tr
the title "Local Government Finances in Maryland." Article Ul, Sec-
tion 151, Annotated Code of Maryland, 1957 Edition, states that
"Upon the receipt of any such statement of financial condition, prop
erly executed, the State Fiscal Research Bureau shall ******** the
sama, and upon being satisfied that said statement of financial con-
dition complies with the previsions of this subtitle, it shall file
said statement of financial condition in a special file reserved far
such statements, which shall be available for inspection by any resi-
dent of the State of Maryland for a period of three years. Any per-
son may request a certified copy of any of the statements of finan-
cial condition so filed, and upon prepayment of a fee of two dollars
the State Fiscal Research Bureau shall cause such certified copy to
be prepared and delivered to the person making such request* After
three years said statements of financial condition may be disposed
of in accordance with the provisions of Sections 177 and 178 of this
article." The reports received by the Board of Public Works (1935-
19U6) ere on mlerofila deposited with the Hall of Records, and the
original records were destroyed upon completion of the filming.

RECOMMENDATIONS RETAIN FOR THRBB TEARS AND THEN DESTROT.—;

CORRBsPuMENCg - REt AHHUAL FINANCIAL STATEHgNTS ; p,_,,_L.> ^

Quantityt Included la Item 1 ,
Datest 19li7 - -

This item consists of correspondence concerned with tKe^Snntla! Finan-
cial Statements, letters of transmittal, requests for information
TtrinwiTtg from the report,reminders that the report Is overdue7~eto~

RECOMMENDATIONS RETAIN FOR THREE TEARS AHD THEN DESTROT.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

ACCOOHTIBQ RECORDS

Sises 8|« x 1U»
Dates i 191*8 - -
Quantltys 2 drawers (U cubic feet)
File Arrangeasntt Chronological
Anrwql Accunmlatlont i cubic foot
Disposable Amount! 1 cubic foot (es t . )
Audit: State

This item includes all standard accounting feras used by Stats agen-
ciea as supporting data to the final books of entry, ledgers and
Journals (19U7 — )• The final books of entry are to be retained
permanently* Specifically these supporting records arei

Comptroller of the Treasury

Form Wo.
""~"~ "*"* Memorandum of Adjustment "
P-l-3 Distribution of Charges
E-l and B-| Transnittal
DD-1 Certificate of Deposit and Bank Deposit Slip
R-2 (formerly MR-2) Monthly Report of State Funds Collected and

Deposited
Distribution of Unexpended and Obligated Balance
Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

1-A
U7-A
100-16
39-A and 1»O-A
GF-2
GF-1
100/2U
27-A
CF-3

26-A
52
51

Requisition for Supplies
Purchase Order
Out-of•Schedule Requisition for Supplies
Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for EquipmBt
Actual Emergency and Repairs Report
Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoice
Hotice of Award of Contract
Credit Memorandum
Report of Partial Delivery

Budget Bureau (Departasnt of Budget and Procurement)

LF

.JUt-i

BB-1 (Rev.)

B.P, Inv. R101
B.P. Inv. R102
B.P. Inv. 6
Budget Forma,
Hos. 1 thru 11

>K^£
Fornsrly BB-1 and BB-2
Budget Schedule * • * < * " * Sheet
Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory (annual)

Budget Estimates Fiscal Tear
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h.

,5.

BB-1|O Request for Position .Action

Others

Vendors1 invoices
Bank deposit slips
Bank statements
Bank deposit receipts
Cheek stub books
Canceled checks

RECOHHEHDATIONi R m X R F G R THREE TEARS CB UNTIL AuDHBD,
WHICHEVER IS LATER, AND THS8 DBSTBOT.

ATOOTOTiro RBC0BD3 FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A OEKEBAL
RECORDS RETENTION SCHESuTEI

PA1R0LL (Prior to July 1, 19$3). The agency copy of this payroll
form Is to be retained far five years or until audited, whichever
is later, and then destroyed* (General Schedule No. 0-1, Item 1-d,
approved by the Board of Public Works, January U , 195U).

PAXEOLL JOURNAL • The agency copy is to be retained for three years
or until audited, whichever is later and than destroyed. (Qeneral
Schedule Ho. 0-2. Item lMt approved by the Board of Public Works,
January 11, 1$5U).

PATJtOLL EXBEPflOHS, ADDXTIQBS AND DEDUCTIONS - The agency copy is
to be retained for three years or uniil audited, whichever is ,
later, and then destroyed.' (Oeneralt Schedule Ho* 0^2, Item >4>,
approved by the Board of Public Works, January 11, 1°5U).

^ ^ ' , ' ii

PAT WARRANTS - The agency copy is to be retained for three years or
until audited, whichever is later, and then destroyed* (Oeneral
Schedule No* 0-3, Xtea 3, approved by the Board of Public Works,
Hay 10, 1951*),

RECEIVING WARRAHTS - The agency copy is to be retained for three
years or until audited, whichever Is later, and then destroyed.
(Qeneral Schedule Ho. 0-fc, Itea 3, approved by the Board of Public
Works, Kay 10, 195U).

T&ARSMZTTAL FCBH E-l or E-& (Comptroller of the Treasury Form) is ; „
to be retained for three years or until audited, whichever is later.
and then destroyed. (Oeneral Schedule So. 0 -5, Item 3, approved by
the Board of Public Works, May 10, l £ U ) .

MASTER AUTHORIZATION

This State-vide form of the Comnissioner of Personnel ̂Eŝ Slel author-
isation for entering the employee* s name on the payroll or for nakln
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

any changes in the pay rate. It also showy al l pay deductions.

RECOMMENDATIONS RETAIN WHILE EMPLOYED AND FOR TBRES TEARS
AFTER DATE OF SEPARATION, OR UNTIL AUDITS),
WHICHEVER 1 8 LATER, ABD THEN DESTROY.

LEAVE RECORDS

D a t e s : 1 ? 5 3 - -

This f i l e includes the following recordst

Leave record card - Form SEC 128-A, a standard State-vide
fora, prepared annually for each enployee

Leave applications
Doctors* c e r t i f i c a t e s

RECOMHENDATIOHi REPAIK FOR THREE TEARS OR UNTIL AUDITS),
WHICHEVER IS LATER, AND THKN DESTROY.
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